United States Bankruptcy Court
Southern District of New Y ork
POSITION VACANCY ANNOUNCEMENT- April 28, 2003

Position Title: Assistant Deputy-in-Charge

L ocation: 300 Quarropas Street, White Plains, NY 10601

176 Church Street, Poughkeepsie, NY 12601
(There are two positions to be filled, one in each office listed above.)

Sday Range: CL 28 (48,120 - 78,262) Depending on Qualifications

Duties and Responsihilities:

The Assistant Deputy-in-Charge reports directly to and supports the Deputy-in-Charge in each
divisond office of the Clerk’s office of the United States Bankruptcy Court for the Southern Didtrict of
New York. Theincumbent is responsible for providing assstance in the daily operations of the
respective divison. Other respongbilities include direct supervison of operations support staff which
includes; receptionists, clericd assstant, temporary staff and student interns to ensure that work
schedules are established and followed, work processes are equitably balanced among these groups
and work is processed in atimely manner. Intake oversight, Review procedures with staff to insure
thorough comprehension of court rules, policies, and guidelines for acceptance and rejection of
pleadings and identify training needs relaing to changesin court rules and policies.

Minimum Qudlifications:

Completion of the requirements for a bachelor's degree from an accredited college or university with a
concentration in such areas as the socia sciences, business management and/or public adminigtration. In
addition, applicants must posses at least three years of progressively responsible experiencein
adminigrative, supervisory, professond, or technical work which provided an opportunity to acquire
knowledge of managerid principles, policies and procedures.

A candidate must possess a minimum of 3 years of progressively responsible clerica or
adminigrative experience demondrating:

The regular and recurring application of clerical procedures,

The routine use of specidized terminology and the ability to apply abody of rules, regulations,
directives or laws; and

Expertise with current computer software and skill in its use to enhance the overdl effectiveness
and productivity.

Such experience is most often encountered in law firms, offices of legal counsd, or municipd, Sate, and
federd courts.




Candidates must also demonstr ate:

I Experience in dedling with routine and complex assgnments and a demonstrated ability to think
through, andyze, and interpret written communications, together with skill in prioritizing tasks
and work assgnments,

An ability to gpply abody of rules, regulations and policies,

Superior ord and written communications sKills,

Strong inter-persona skills, and

A professond demeanor and appearance appropriate for alaw or professond office
environmen.

HOW TO APPLY
Thispostion will remain open until 05/16/03. Qudlified candidates are invited to submit to the
address below a cover |etter and resume.

Kathleen Farréell, Clerk of Court
United States Bankruptcy Court
Southern Didgtrict of New York
Department SBW
One Bowling Green
New York, NY 10004-1408

and a copy to

Marlene Guer cy, Deputy-in Charge
United States Bankruptcy Court
Southern Digtrict of New Y ork
300 Quarropas Street, 2™ Floor
White Plains, NY 10601

and/or

Mary Leary, Deputy-in-Charge
United States Bankruptcy Court
Southern Digtrict of New York
176 Church Street
Poughkeepsie, New Y ork 12601

The United States Bankruptcy Court isan Equal Opportunity Employer
Applicants must be United States Citizens
Please note that final candidates will undergo a NCI C background check and will undergo a
skillstest




Position s Subject To Mandatory Electronic Funds Transfer Of Net Pay

United States Bankruptcy Court
Southern District of New Y ork
Assistant Deputy-in-Charge
CL 28

Introduction:

This position reports directly to and supports the Deputy-in-Charge in each divisond office of the
Clerk’s office of the United States Bankruptcy Court for the Southern District of New Y ork. The
incumbent will provide assstance in daily operations of the respective divison.

Representative Duties:
Monitor gtaff and attendance including the reconciliation of biweekly time and attendance reports.

Coordinate, with staff and human resources, leave requests and any issues that arise.

Provide direct supervision to operations support staff which includes; receptionists, clerica assgarnt,
temporary staff and student interns to ensure that work schedules are established and followed, work
processes are equitably baanced among these groups and work is processed in atimely manner.
Acts asliaison with trustees and the U.S. Trustee' s office to resolve case issues.

Intake oversight, Review procedures with staff to insure thorough comprehension of court rules,
policies, and guidelines for acceptance and reection of pleadings and identify training needs relaing to

changesin court rules and policies.

Coordinate daily cash out of intake counter staff and perform daily close out responsibilities as
necessary, in the absence of the finance deputy or back-ups.

Along with the Deputy-in-Charge, attend weekly meetings with employees and consult with teams
offering guidance to resolve potentia issues. The supervisor will confer with the manager on Strategies
to address.

Assg employees with resolving interpersond conflicts and make recommendations fro training and
development.

Coordinate orientation and training of new employee.

Communicate with staff regarding policies and procedures through various means.




Speak and act for the Deputy-in-Charge in those matters delegated by himvher and at times when the
Deputy-in-Charge is unavailadle.

Conduct daily/weekly review of eectronic case filing reports and quality control reviews.

Asss Deputy-in-Charge with organizationd planning and goa setting.
Conduct monthly gtatistica reviews with the D-I-C to identify trends and/or deviations.
Make recommendations to improve organization performance and effectiveness.

Evauate gaff training needs and develop atraining needs and develop atraining plan with assstance
from human resources.

Provide automation support for the court.

Provide project management support.

Factor 1, Job Requirements:

Thorough knowledge of bankruptcy processes, including the polices of the Clerk’ s Office and the
preferences of the judges. Expertise in andyzing complex problems, recognizing and recommending
solutions. Comprehensive knowledge of each function in case adminigtration and how these functions
relate to the overal operation of the office. Good analyticd ability is necessary to review work
processes and develop or recommend methods to improve effectiveness. Expertisein the use of
gpplicable automated systems and posses good knowledge of general computer systems. Excellent
communication skills are required.

The incumbent works closely with the court employees as resource to devel op and define boundaries
relaing to policy, procedure, technical standards, personnd relations, conflict management, problem
solving and decision making. Through guidance, recommendations, and support, the incumbent brings
experience in operations to the job with the purpose of infusing it at the team level to the maximum
extent possible.

Factor 2, Scope and Effect of Work:

The incumbent will provide management support and leadership to the division. In this capacity, the
incumbent’ swork affects the overd| operations of the division. Procedurd advice provided by the
incumbent’ s can improve the quaity and quantity of work, thereby affecting the work of the court, and
al gakeholders. The work of the incumbent directly impacts the ability of the court to determine

casel oad/work measurement statitics, quality of customer service, automated technology and the ability
to provide relevant and timely information to the manager and chief deputy.

Factor 3, Complexity:




The incumbent’ swork is very andytica in nature to resolve operationa and interpersona issues raised
by management and the gtaff. Few written guiddines are available. Difficulty may be encountered in
resolving complex issues if resources are not available. The incumbent must andyze large amounts of
datain order to provide management and the staff with process improvement recommendations. The
incumbent must be able to interpret new rules and regulations, disseminate thisinformation to seff
members in amanner which isthrough, yet understandable. These rules and regulations are often
complex and difficult to understand. The position requires the ability to interpret, recommend and
support automated systems with regards to the new technology available on the industry. The position
requires origindity, crestivity, and great attention to detall.

Factor 4, Work Parameters:

The incumbent performs with congderable latitude when prioritizing work assgnments and making
recommendations to the staff and management. Procedurd manuas are avallable for reference as
questions arise. When no manuas are available, the incumbent may consult with the Deputy-in-Charge
and/or make decisions based on persond knowledge or experience.

Factor 5, Personal Interactions:

Dally contact with management and staff to provide assstance, feedback, and disseminate information,
is essentid. Contact is dso with the judges and the other stakeholders for information exchange and
assigtance.

Factor 6, Environmental Demands:
Work isusudly performed in an office setting.




